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January 28, L994

Mr. Larry RawJ.ings A,ta".fr c- R*o. c'-,@ "t/u/qfPO 508
Moroni, UT 84646

Dear Larry: Re:personnel and/or payroll Forms

Enclosed are forms we need you to fill out, sign where highlighted and
return to us so we can put you on the State payroll system. Instructions for the
forms are described below.

(1) Fill out the Human Resources Profile form down to and including the
emergency notification data (Lines 6, j, B, 1 1, 13 . 14, LS I ]-]-, Lg | 20, 2L, 22,
29'3O,31,32'33 and 34). The necessary codes you need are shown on
the back of the form.

(2\ Fill out the w4 form showing the withholding allowances you wish to
claim. we need a copy of your social security card to accompany the
W4. The social security number must be readable.

(3) Fill out the Employment Eligibifity Verification form and include a
copy of your drivers license.

(4) PIease read the "standards and Procedures on Sexual Harassment.,
booklet then complete and sign the Department of Natural Resources
Sexual Harassment Liability Waiver

(5) Please complete and sign the Department of Natural Resources
emergency notification information sheet.

(5) Please complete and sign the Department of Natural Resources
Veteran/non-veteran status inforrnation sheet.

Please complete the enclosed forms as soon as possible. They are very
important to assure you are properly enrorled in the payrorl system.

Please contact me at 538-7380 or JoAnn fidtey at 538-7424 or Boyd Strout
at 538-7423 Lo help you fill out the forms.
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